ILES A-16-003

Announcement No.

[E A E $th 28 i L #R gut a?eE' 03 Feb 2016
VACANCY ANNOUNCEMENT

Please submit new MLC/IHA Application Form from US Navy Yokosuka Web Page. #4708 il Eilled
PSR, KBRS — AR — VRO B ER L BV TS, Date of Issue Open Until Fille
http://www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html
$417H
Date of Issue 13 Jan 2016
. ob title rade 1-4/ EBF % . BH Area of Consideration
1. BR¥E4 Job title (%#k Grade 1-4/ EFHE#H{ LD 2) SE AN | 4 HEEREEE Area of Consid
No. of X BMLC/IHA 28 (EBR)
Stock Control Clerk. #342 Recruitment | Cyrrent MLC/IHA Employee within Activity
)

(BB e HEER) X | MLCIHA fE£EGREER)

1 % Current MLC/IHA Employee in commuting distance

BEWERTOERAOARESE O&ENo K& Yes X B MLC/IHA £ B (2T HKE)
Acceptance at Lower Grade {EARLZE#R Lower Grade: 1-3 Current MLC/IHA Employee Japan Wide
X =#H% O #aexk O Rz - EBE&R O =&%

Administrative  Trade & Service Security & Fire Medical |X| #4E8 Off Base Applicant

2. BBRX Activity

5. BRA®DTEYE Type of Employment

NAVSUP Fleet Logistics Center Yokosuka X MLC
Regional Services Department

Material Services Division [ 1HA
NAVFAC Material Support Branch

E)#15 AT Working Place: #&#amERE #h Ayase, Atsugi Base [ % A Permanent

3.8h#5mER Work Schedule (3B 40 BERSIHI hr/wk )

£)7% 8 Work Day: Mon - Fri (] BRE Limited Term (NTE: )

) FEBERS Work Hours: 0745-1630 Recess: 1145-1230

O] &) Night Shift X 5% Overtime  [X] 43k Business Travel

6. ERFEAZA Duties
See page 3. (3 H&H)

7. BREMH . BKEMH Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ T D& K EREREM:

- Ability to speak, read and write English at average proficiency level (LD-2).

- Skill in operating Microsoft Office Suite (Word, Excel).

- Japanese Regular Driver’s License. A 7 D¥5@ H &) #6037

- Japanese Forklift Operator’s License (1 ton and above). B ARD 7 +—27 U 7 MEWREIF G RFFE (1 o BlE)

- Japanese Large-size Special Vehicle License. H A< KAURRk B B B 607F

BWT 1-4: (1-4%#%)

- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university in any field.
BWT 1-3: (1-3%#%)

- One year of general work experience in any field or completion of 2 years junior college/2 years technical school or 4 years
degree in any field.

Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of Residence Card (both front and back sides) and
copy of your passport (picture and visa stamp pages) to your application.

Former US Military Members: Please attach DD Form 214 to your application. Former military retirees must first obtain approval for employment under foreign
government from the Chief of Naval Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.
*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

#EE 1 English Language Proficiency : [J# 2742 L None [J#)#k Basic X1t #k Intermediate []_E#k Advanced [14¥E% M &EH Exceptional

Z4FF Educational Background : See block #7 | $&#F3E & 7 i License/Certificate Required : See Block #7

1



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

8. 1Rt 9 % £ ?D Application and Associated Documents

*[X] 22 % i 2 FA#E Application for Vacancy Announcement (HROY Form 1)

*X] B FEHREE Resume of Specialized Work Experience (HROY Form)
*MEBAlL Complete * in [] HAEET Japanese [X] EFET English [] &5 5 T3 Either

HROBRRLSN AT 235618, BEEICLTU FTOFEEZTLALTNIW, EHERES, K4, AFA R, EFES, &
ATy SRR ISEET DR LIRS . R (A, TR, ET @R, LV EBRAESLTRER R L)

To be considered for selection, resume must include at least the following information: Announcement number, full name, phone number, address,
SOFA status, education backgrounds, work experience (periods of employment, company name, description of major work, weekly hours of
work) Any special skills and licenses related to the duties of the position to be filled.

X & REFEE - SR - S TEERARD O E—(7 WMEHICEZ Y H SIBE) Copy of license/certificate (if any in block 7 applies).

X HEEDREH ZEIBAT 5 £ DDE L Certificate of English Proficiency (Copy)

X 82 AYIF R L. BEEOBERS - KL EEVHRERSE (120m x 23.5cm) <EEHERBHA>

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.) <For selection Notice >

X BFRELELUSND AL, EBH—F, /SRFKR— b, ZIED 3 E— For non-Japanese citizen applicants, a copy of Residence Card (both
front and back sides) and Passport (picture and visa stamp pages).

X REBENEBXRBETHHEL TLDIAIX. [HRKICET 2HMR]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

R L& 4 for Job Inquiries & i % Office to Submit E I For Official Use

Current USFJ Employee X EM&H5% : | Current USFJ Employee TAEE SR E -

ERXBEEAREMAELE/ CNRIHRO T252-1101 K& #&#E@Eh
DSN 264-3624 / 3427 | 3425 HTEHXEBEEAREMAZEE HRO BOX12
B046-763- 3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken 252-1101

PDNO:

CNRJ HRO Box 12
FLCY-4524-005

Off Base Applicant #M B &85 - Off Base Applicant #8558 12 HIE -
SRS PR RS RIS A% | T 252-0011 AR IREE T MRS 1-46-1
Zama Branch of Labor Management I3 PR JREFEI SR B O AR
Organization, Management Section 2 1-46-1, Soubudai, Zama-shi, Kanagawa-ken 252-1101
R046-251-0667 Zama Branch of Labor Management Organization

Management Section 2

sk JEIEE K OVRAF I3 Y) A 2P 1% = £ I BRA(ERTSAE D Z &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

K INERE A CHUE QRG22 L TORWVISEE ITEB D05 £ 720 £ A, Ineligible applicants will not be referred for
consideration.

PR SN ESEIZ B L LEH A, Submitted applications will not be returned.
*PIEIBEE Y A LIEIL, —EEEORYIY L7220 F97, WM, BEREICEY LEFEMUB 2 F LTI ERd 2 enH 0 £7,

After 1% Cut Off Date, collection of applications will be cut off weekly. Announcement may close before closing date above due to decision of
selection.

R INFEEHOERIILLTO URL L ¥ v e — KT&E9, Forms for application are available for download on our web site
www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/IJN Forms.html

PRIVACY ACT STATEMENT {BAIER{EEI=DL\T

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

ES RETHER S 10450,9397 ; RV BAEK - AABRORECET H%F (FR1 5FEEEER+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

TEH: ABDLS, T2, UEORELEBREOEBOXITEZENE LT, BEABRERET 54,

AR BREAETFER. L LIEBITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAEM: TEMOERICRER. RFCEEGCEANGREHFT 55,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

FHFR EABRORRIEERTTN, BRSNERERBE LG o5HE. TOROFREDYIT, Bh. HHULIHE
ERBENHYET,

Format revised. 2014-06-11
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6. BEFMIA Duties

This Position is located in Naval Facilities Engineer Command Far East (NAVFAC FE) Support Division, NAVSUP Fleet Logistics
Center Yokosuka (FLCY) Site Atsugi. Reports to the Division Officer, NAVSUP FLCY Site Atsugi and Director, NAVFAC FE
Material Support Office C452 NAVSUP FLC Yokosuka; communication in a bilingual environment is required of the incumbent in
order to performs and executes major duties and responsibilities as listed below.

Major Duties and Responsibilities

1. Responsible for providing storage and distribution operations for Shop Store material; prepares Purchase Requests (PRs) and
initiates procurement action using the Government Commercial Purchase Card (GCPC) to procure supplies and services in support of
NAVFAC-FE. Utilize Single Platform MAXIMO (SPM) to perform work associated with Stock Control. Determines reorder
objectives, analyzes workload requirements, and ensures the proper allocation of resources. Manages the physical location of on-hand
shop store material, conducts shelf-life management for shop store material and properly maintains the master stock records files.
Material supportability related to the procurement processes.

Function:
a. Maintains accurate stock records in SPM.
b. Calculates and provides space requirements for new stock.
c. Updates and manages Master Stock Records located in SPM.
d. Manages high and low demand settings for all transactions in SPM.
e. Manages seasonal and lead-time material based on empirical knowledge and demand history.
f. Establishes, modifies and/or deletes shop store records as required.
g. Reviews and analyzes outstanding receipt due file based on the current stock position.
h. Initiates action to follow up, modify or cancel status as required.

i. Maintains and provides shop store database files and inventory reports.
j. Ensures GCPC’s requisitions are properly logged in accordance with NAVSUP instructions and closed out within the billing
cycle.

Performs causative research and initiates action correct discrepant receipts and erroneous inventory counts located in SPM. Performs
daily quality control of shop store materials; takes corrective action to reconcile SPM discrepancies.

2. Receives all PRs using SPM; reviews and identifies which goods and services must be purchased using PR. Ensures all technical
and financial edits are complete. Convert all PRs into Purchase Orders (POs) for all standard and non-standard requisitions using
SPM for shop store requirements.

Performs the initial NSN requisitions submission using One Touch Support (OTS) and conducts Material Outstanding Validation
(MQV) on outstanding requisitions; tracks and expedite requirements. Verifies and updates requisition status in SPM by extracting
status from the Requisition Status Table using OTS and other supply sources. Provide status to customers as required. Assigns and
registers new Local Stock Numbers (LSN) or National Stock Numbers (NSN) in SPM. Coordinates and processes all NAVFAC FE
emergency Walk-thru requisitions through the NAVSUP FLC Yokosuka Customer Service sub-section as required. Initiates and
prepares all MILSTRIP requisitions for processing.

3. Coordinates with the DLA Disposition Services for the disposal of all excess personal property, and scrap generated by DoD
activities. Manage all excess and excess shop store material using SPM and the Master Tracking Local Program (MTLP). Ensure all
transactions are posted in both SPM and MTLP. Dispose of all excess and recyclable material by preparing a disposal documents (DD
Form 1348-A) for all material in an unserviceable or serviceable condition. Initiate and prepares turn-in and related shipping using
DD Form 1149 for material that require transfer to other Navy and DOD activities.

4. Maintains and organizes the outstanding and completed requisition file.

5. Performs as Forklift Operator as per MLC job definition number 2111 as required.

Perform any and all incidental duties as assigned.



